     Windham Elementary Media Center Handbook
Purpose

The Windham Elementary Media Center in Daleville, Alabama believes the mission of the school library media program is to provide twenty first century quality instruction that enriches, enhances, and supplements the grade level curriculums which are currently in place.  This will be done through positive collaboration with each grade level (K-6).  This instruction should stimulate students’ interests in reading, viewing, and using information and ideas. 

Windham Elementary Students should be encouraged to

1. Inquire, think critically, and gain knowledge.

2. Draw conclusions.

3. Make informed decisions.

4. Apply knowledge to new situations.

5. Create new knowledge.

6. Share knowledge.

7. Participate ethically and productively as members of society.

8. Pursue personal growth. 

Facility

The Windham Elementary Media Center is centrally located within the school.  It can be accessed via the school office, or at either of the entrances on the other two wings of our school: kindergarten hall or first grade hall.  It contains a large central room with additional nooks and workspace. Also housed in the media center is a copy room and workspace. In addition, our ESL teacher works with students in one section of the media center while being monitored by the media specialist.   

The Media Center houses nearly 10,000 books, CD’s, DVD’s, VHS movies, and periodicals.  The media center subscribes to the Dothan Eagle, the Enterprise Ledger, and the Daleville Sun.   Two computers are used for checking in and checking out procedures.  We also have a laptop cart which houses 24 laptop computers for students’ classroom usage and an Ipad cart with an additional 24 units.   ALL computers are monitored by the media center staff.

Personnel

Media Center Specialist:  Christy Hixson

Media Center Aide:  Janet Nabinger

ESL teacher:  Barbara Smith

Materials

The reference section contains dictionaries, almanacs, atlases, encyclopedias, and additional reference materials. It is housed in the periodical room and easily accessed by teachers for student use.  These materials must be checked in and out of the library under a parent’s or teacher’s name.

The nonfiction section of the library is located on the far shelves next to the wall.  There are nonfiction books on every reading level and on a variety of subjects.  All books in the library are organized based on the Dewey Decimal Classification System.  These books have an orange dot to help students recognize them easily.

The biography section is located within the nonfiction section and falls after the other nonfiction books in the Dewey Decimal System.  Biographies are organized by the subject’s last name.  All biographies have a B on the spine of the book.

The fiction section is located in the main section of the library closest to the check in/check out circulation area.  All fiction books are organized based on the last name of the author as well as the book level on which they are written.  These books contain an E on the spine for EASY or for EVERYONE.  Many of these books include Newberry, Caldecott, and other Award Winning Nominees.  

The professional section is housed in the first grade nook area.  This section houses several professional magazines for educators.  Also contained in this section are computers and a couch for a reading area.  Periodicals can be found there as well, and additional periodicals are located in the periodical closet for teacher use.

Whole Class Visits

Whole class visits can be scheduled by the media specialist in collaboration with classroom teachers. Class objectives are determined based on student relevance and teacher/media specialist collaboration.  Delivery of instruction will vary depending on the skill and grade level being taught.  During whole class visits teachers are not required to stay.  All media center instruction will be taught by the media center specialist.

Flexible Scheduling

The media center operates on a flexible schedule.  This means that students may come at any time during the afternoon to check out books on their own.  Classroom teachers will determine what time is best for the patrons to come.  Only two students per class may come at any given time.  The library will open 30 minutes before school hours to check out materials.   This system has been proven to be most effective at giving students the best opportunity to be successful readers.  

Instructional Planning

All planning for our media center is done based on the Daleville City School Board policies, Standards for the Twenty First Century Learner, and collaboration efforts with classroom teachers.  The partnership that the media specialist and the classroom teacher have is vital to student learning.  This process involves surveys, both written and verbal, as well as planned meetings with grade levels.  Through this collaboration there are three areas that are addressed: media skills, enrichment, and research.

GRADE LEVEL OBJECTIVES

Goals and Objectives for Kindergarten

1. Explain what role the media center plays in our school.

2. Explain how to check in and check out an item from our media center.

3. Demonstrate how to properly select a book from the shelf.

4. Demonstrate proper care of books and other materials.  

5. Seek knowledge by asking questions about books that pertain to the real world.

6. Use background knowledge to build on understanding of a subject.

7. Listen for information that is given in a variety of formats.

8. Name the main character(s) in a story.

9. Repeat details from a story.

10.Respond to rhymes and rhythms in a story, poem, or  

     song.

11.Identify symbols associated with holidays.

12.Connect understanding to the real world.

Goals and Objectives for First Grade

1. Explain the procedures used for checking in, and checking out books in the media center.

2. Explain what types of materials can be found in the media center.

3. Connect background knowledge to books/stories being read.

4. Seek knowledge by asking questions about books that pertain to the real world.

5. Demonstrate proper care of all materials found in the library.

6. Select appropriate resources to answer questions.

7. Use a dictionary to locate words and definitions.

8. Organize knowledge so that it is useful.

9. Use rubrics to determine whether or not a book contains story elements.

10.Use the writing process to respond to a story, song, or   

     book.

11.Participate actively with others in learning situations.

12.Assess the quality and effectiveness of a learning   

     product.

13.Respond to literature in various formats and genres.

14.Distinguish between fiction and nonfiction.

15.Identify own areas of interest in selecting books and  

     materials.

16. Determine author, illustrator, setting, etc. as information about a story.

Goals and Objectives for Second Grade

1. Use a dictionary or encyclopedia to locate information.

2. Demonstrate procedures for checking in and checking out books in the media center.

3. Use a table of contents to locate information.

4. Determine the various parts of a book. (table of contents, glossary, title page etc.)

5. Identify the main idea of a story, poem, book, or song.

6. Identify details from a story.

7. Respond to literature in various formats and genres.

8. Use rubrics to determine whether or not a book contains story elements.

9. Organize knowledge so that it is useful.

10.Read, view, listen, and respond to information presented  

     in various formats.

11.Demonstrate creativity by using multiple responses to a  

     given story.

12.Contribute to the exchange of ideas within the learning  

     community.

13.Seek appropriate help when it is needed. (selecting 

     books, etc.)

14.Organize knowledge so that it is useful.

15.Connect understanding to the real world.

16.Share knowledge gained with others within the learning  

     community.

Goals and Objective for Third Grade

1. Demonstrate media center procedures effectively.

2. Use a dictionary or encyclopedia to locate information.

3. Recognize and demonstrate which resource will work best to locate given information.  

4. Know and understand how the Dewey Decimal System operates in the media center.

5. Use rubrics to interpret data from a book, story, or song.

6. Respond to books, stories, or songs using a variety of methods.

7. Participate in class discussions appropriately.

8. Classify items into categories.

9. Use context clues to determine the meaning of a written word.

10.Develop an appreciation of a variety of literature.

11.Use background knowledge as context for new learning.

12.Evaluate information found in books.

13.Read books for enjoyment, understanding, and 

     knowledge.

14.Demonstrate confidence and self-direction by making 

     independent choices in the selection of materials.

15.Demonstrate creativity by using multiple resources and 

     formats.

16.Use feedback from teachers to guide learning.

17.Organize knowledge for understanding.

18.Draw conclusions based on new knowledge.

19.Determine how to act on information.  (accept it, modify   

     it, reject it)

20.Demonstrate leadership and confidence by sharing 

     information with others in the learning community.

Goals and Objectives for Fourth Grade

1. Demonstrate all media center policies effectively.

2. Locate information using a variety of resources.

3. Use a rubric to interpret data from a book, story, poem, or song.

4. Respond to literature in a variety of formats.

5. Demonstrate leadership and confidence by sharing information with others in the learning community.

6. Organize knowledge for understanding.

7. Demonstrate confidence and self-direction by making independent choices in the selection of materials.

8. Use a thesaurus to discover synonyms of everyday words in our language.

9. Arrange sentences into paragraphs.

10.Summarize a book, story, or passage.

11.Identify and “grade” the parts of a story. (setting, 

     characters, plot etc.)

12.Identify and use various genres in literature.

13.Determine author’s purpose for writing a book.

14.Distinguish between a myth, legend, or fable.

15.Arrange thoughts or ideas into sequential, chronological, 

     or logical order.

16.Operate a computer to seek information.

17.Develop an appreciation for a variety of literature.

18.Determine the function of the Dewey Decimal System.

19.Seek knowledge by asking questions that pertain to the 

     real world and what is being studied/read.

20.Read books for enjoyment, understanding, and 

     knowledge.

21.Use writing skills to respond to a book, story, song, or  

     poem.

22.Demonstrate teamwork by working productively with 

     others.

Production Facilities

The media center houses a state of the art laminating machine.  This machine is available to all teachers but all lamination must be done by the media specialist, aide, or ESL teacher.  All lamination will be done in a timely manner. The teacher must leave all materials to be laminated with the teacher’s name on top of the pieces.

Audio Visual Materials

There are five large screen/DVD combos available for check out. These may be checked in or out daily but must be returned by 3:15 each day.  There are several hundred DVD and VHS movies available for check out by teachers and faculty.  Teachers are provided a list of available items for check out and the media specialist pulls relevant materials monthly in order to save teachers planning time trying to locate materials.

Check out and Check in Procedures

Students may check out two books at a time if their account is clear.  Most students return books weekly or daily but if a longer period of time is needed for a chapter book, students are encouraged to renew it. Students must use our computer system to scan all books in and out.   Books being chosen must fall within a students’ AR range.  (Individual teachers have procedures in place of how they ensure this process is followed.) The media specialist will monitor the students’ AR folders as books are checked in and out.

 If a book is lost, students are given a chance to locate the book.  This length of time is no more than two weeks.  Then a notice will be given to parents.  If the book is not returned, it is the student’s responsibility to pay for the book(s).  Parents will be contacted when this process needs additional support.    

If a book is damaged beyond repair, students will be expected to pay the full price for the book to be replaced.  If the book can be repaired, then the student is forgiven of that fine.

There are no overdue fees.  Students are taught respect for books and responsibility during orientation.  No books are taken out of the media center unless students have agreed to abide by these expectations.  Students and parents are required to sign a media center expectation agreement in order to check out books from our library.

Teacher Check out Policies and Procedures

Teachers are encouraged to use our media center and may check out books for an indefinite length of time.  Teachers are expected to share “in demand” items that are checked out with other teachers who may need them.  Teachers must check in and check out books and materials on our computer system.

School Media Committee

Windham Elementary has a media committee.  This committee is comprised of several teachers and other faculty members approved by the principal.  The duties of this committee are:

1.  Identifying budget priorities

2. Setting short and long term goals for the media center

3. Identifying/Removing items that need to be purged

4. Make decisions on controversial materials in the collection.

5. Identify items which need to be added to our collection.

Members of this committee will be appointed on a yearly basis.  No one member will serve more than two years in a row.  A list of committee members is listed at the end of this document.

All library funding is determined by the state.  Funds are allocated into accounts for different uses.  There is a lost library book fund, which allows the media specialist to replace lost/damaged books.  Any, additional funding comes from fundraisers done at the school level.

Material Selection

Selection of materials will be determined using several criteria:

1.  Overall relevance

2. Timeliness of permanence

3. Importance of subject matter

4. Quality of material

5. Readability and popular appeal

6. Authoritativeness

7. Reputation of author, publisher, producer etc.

Reconsideration Policy

Any material deemed inappropriate for Windham Elementary students shall be considered for purging.  A submission must be made in writing to the media center committee. (see attached).  During the time in which the media committee is reviewing the complaint, the material will be suspended pending the final decision of the committee.  If no decision can be reached, a written report will be submitted to the Superintendent.

Copyright Information

Authors and publishers of specific works which have been copyrighted have a legal and moral right to not only profit from their labors, but to expect others to protect their rights under the law.  The Media Center Specialist at Windham must provide the most up to date copyright information and to recommend copyright procedures for these authors and publishers protection.  The Daleville City School Board will not provide legal support in such a case where the person has been notified that the potential infringement existed and the individual still has pursued utilizing the materials in such a manner to result in infringement.

(for most recent copyright information see attached)

Internet Policy

All students received a copy of our school internet policy. Parents are required annually to sign the handbook stating that their child will abide by the procedures outlined in the book. 

Parent Expectations Supporting our School Media Center

1.  Encourage your children to read for enjoyment.  

2. Read with your children as often as you can.

3. Provide a book bag for your child to transport ALL school books.

4. Encourage/teach your child to take care of ALL library books and materials.

5. Return materials on time by checking with your child’s teacher to see when they are due.

6. In the event that a book is lost, a student will be held responsible.  Parents WILL be required to pay for any lost book.

7. If a book is damaged and a book must be replaced, the parents WILL be required to pay for the damaged book to be replaced.

8. If you see that a book your child has brought home is damaged before use, please report the damage to the media center as soon as possible so that we can determine responsibility. 

9. Provide close supervision when your child is using the Internet at home.

Name of Windham student  _________________________________________

___________________________________________

Parent or guardian signature 

MEDIA CENTER EXPECTATIONS FOR STUDENTS

NAME  _______________________

TEACHER  ____________________

When I come to the media center I will do my best to choose books carefully, check out books correctly, check in books correctly, read my books carefully, and do the best I can on my AR tests.

I will not:

1. Let my pet near my books.

2. Color or draw in my books with a pencil, crayon, marker or anything else.

3. [image: image1.wmf]Stab my books with a pencil.

4. Get my books wet.

5. Treat my books like a toy.

6. Leave my books in a strange place.

7. Share my books with my friends.

I will:

1. Have a safe place to put my books everyday.

2. Keep up with my books at all times.

3. Read my books to the best of my ability.

4. Do my best on my AR tests.

5. Return my books on time.

_______________________________________

STUDENT SIGNATURE

Media Review Team

Mr. Mitten, Principal

Christy Hixson, Media Specialist

Janet Nabinger, Media Aide

Amy Thrash, Kindergarten teacher

Renee Dunaway, Second Grade Teacher

Maryann Littlejohn, Fifth Grade Teacher
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Copyright Basics

What Is Copyright?

Copyright is a form of protection provided by the laws of the United States

(title 17, U. S. Code) to the authors of “original works of authorship,” including

literary, dramatic, musical, artistic, and certain other intellectual works. This

protection is available to both published and unpublished works. Section 106

of the 1976 Copyright Act generally gives the owner of copyright the exclusive

right to do and to authorize others to do the following:

• To reproduce the work in copies or phonorecords;

• To prepare derivative works based upon the work;

• To distribute copies or phonorecords of the work to the public by sale or

other transfer of ownership, or by rental, lease, or lending;

• To perform the work publicly, in the case of literary, musical, dramatic, and

choreographic works, pantomimes, and motion pictures and other audiovisual

works;

• To display the work publicly, in the case of literary, musical, dramatic, and

choreographic works, pantomimes, and pictorial, graphic, or sculptural

works, including the individual images of a motion picture or other audiovisual

work; and

• In the case of sound recordings,* to perform the work publicly by means of

a digital audio transmission.

In addition, certain authors of works of visual art have the rights of attribution

and integrity as described in section 106A of the 1976 Copyright Act. For

further information, see Circular 40, Copyright Registration for Works of the

Visual Arts.

It is illegal for anyone to violate any of the rights provided by the copyright

law to the owner of copyright. These rights, however, are not unlimited in

scope. Sections 107 through 121 of the 1976 Copyright Act establish limitations on these rights. In some cases, these limitations are specified exemptions from copyright liability. One major limitation is the doctrine of “fair use,” which is given a statutory basis in section 107 of the 1976 Copyright Act. In other instances, the limitation takes the form of a “compulsory license” under which certain limited uses of copyrighted works are permitted upon payment of specified royalties and compliance with statutory conditions. For further information about the limitations of any of these rights, consult the copyright law or write to the Copyright Office.

*note: Sound recordings are defined in the law as “works that result from the fixation of a series of musical, spoken, or other sounds, but not including the sounds accompanying a motion picture or other audiovisual work.” Common examples include recordings of music, drama, or lectures. 
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